
Online Filing 

Instructions



Getting Started

What do I need?

 MCAG Number

 Completed:

 Certification Form

 Financial Statements and Notes to the Financial 

Statements (if applicable)

 Required Schedules

 Your e-mail Address



Step 1

 Enter MCAG 

number

 Entity Name 

will appear



 Enter E-mail 

Address 

 Select Cash Basis 

or GAAP Basis –

after this selection 

the reporting 

requirements will 

display

Step 2



Step 3

 Next, all required 

documents are 

highlighted  

 Select :

 Attached (Electronic 

copy)

 Mailed (Paper copy)

 No Activity 

(Required but 

nothing to report)

 Not Applicable



Step 4

 Once all items have 

been selected, click 

Browse to attach 

files.



Step 4 - Continued

 Only a single file 

can be attached at 

a time

 Any file type is 

acceptable

 Exception: 

Schedules 04 and 

05 should be either 

an Excel or Text 

file

 Select a file and 

click Open



Step 5

 The selected file 

will appear in 

window

 Click Upload



Step 6

 The selected file 

will appear as 

Document 

Uploaded

 Repeat Browse 

(Step 4) for 

multiple files



Step 7

 Once all files are 

listed beneath 

Document 

Uploaded, click 

Submit



Confirmation

 Confirmation 

screen will 

appear

 Recommend 

printing screen 

for proof of filing



Rejection

 If selected items are missing, the report may be 
rejected

“Thank you for submitting your annual financial 
report to the Washington State Auditor's Office. We 
encountered a problem with your report. We need 
you to provide the following information to complete 
your report. If you have questions or experience 
difficulty adding the information, please contact 
Duane Walz at walzd@sao.wa.gov or (360) 725-
5594.”



Acceptance

 If all selected items are attached/mailed, you will 

receive an acceptance e-mail.

“Your annual financial report has been accepted by 

the Washington State Auditor's Office. Thank you for 

submitting your information in a timely manner. 

Please direct questions to Duane Walz at 

walzd@sao.wa.gov or (360) 725-5594.”



Help

For assistance, please contact Duane Walz at 

walzd@sao.wa.gov or (360) 725-5594

mailto:walzd@sao.wa.gov

